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This module allows you to document a
variety of notes which serve different
purposes. There is a Miscellaneous
Notes screen to capture notes
documenting phone calls, case
management notes, and other non-
billable, non-face-to-face contacts.
There is an Encounters sub-module
used to document client/counselor
face-to-face encounters and notes
regarding services provided. The
Group Notes module is used to
quickly and easily document therapy
contacts for a group of clients.

To access the Notes module, go the
Activity List menu and then click the
Notes menu item.

This will bring you to the Notes List
which shows all previously entered
Miscellaneous and Encounter Notes.

Clicking the Review hyperlink for the

note you wish to see will bring up the first
screen of the note chosen.

December 2012

User:  Claland, Lannis Octaber 2011
I-SMART Loc:  lowa Dept of Public Health, Test Facility
Client: Client, Testing | 6711049867 | Case #: 1 T = Logout

Home Page Notes Search
Agency b
Group List
Client List ¥
Client Profile -
Linked Consents Notes List
Non-Episode Contact

Start Date |12/8/21 End Date |12

Activity List ¥ rin
Intake - Duration Staff = Actions
Wait List Mo 0 1 0 Cleland, Lennig i
Treatment Team 3 { Y L & Cleland, Lonnig

Assessments b
Crisis and Placement
Admission k-
Program Enroll
Motes ¥

Misc. Notes

October 2011
User: Cleland, Lonnie 'ln ctober 21
’-SMART Loc:  Iowa Dept. of Public Health, Test Facility —
Client: Client. Testing | 6711049867 | Case #: 1 Print Report Print View ! =% Logout

Cleland, Lennie
Cleland, Lonnie
Cleland, Lonnie

Home Page Encounter for Client, Testing

Agency » - _—

Group List & Enceunter Type| 1-Individual Netez |v Event Typ dmizzion |v
Client List ¥ Tx ID 1487887 Created Date TH/2011 7:54 AN

Client Profile k= 80304 - Individual Peychetherapy - Ingsight Oriented | A
L iR Program Name| 15-Test Facilty/Extended Qutpatient : 202412011 - [
Start Date[21/2011 End Date 372011

Non-Episode Contact

Activity List ¥
Wait List 1
§ icati Duration |80 1-Dayz|w
Treatrent Team :

Assessments #of &1l l:l

Crisiz and Placement

_ re| 17-Workers Compensation |v
Admizsion &
Tare R Supery 2 rc| 10-NA No Other Pay Source [w
MNotes ¥
Misc. Notes
rs ¥

En

CDEDED »

Encounter Note

Services
Treatment
Outcomes
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Miscellaneous Notes

To review an existing
Miscellaneous Note click on
Review under the Actions
column.

To add a new Miscellaneous
Note click the Add New Misc.
Notes Record hyperlink. This
will bring you to the screen to
enter the details.

To set an alert related to this
Note click the Mark Alert
hyperlink. This will highlight the
client's name in red on the
Client List. To remove the alert
click the Remove Alert
hyperlink.
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user Cleland, Lonnie
I-SMART vLoc:  1owa Dept. of Public Health, Tast Facility
Client: Client, Testing | 6711049867 | Case #: 1

.> October 2011

Print View { =" Lagout

I-SMART Loc:  lows Dept of Public Health, Test Facility
Client: Client, Testing | 6711049867 | Case #: 1

Home Page Notes Search
Agency b Start Date |12
Group List &

Client List ¥

Client Profile b
Linked Consents Notes List Add New Misc. Note
Non-Episode Contact
Activity List ¥
Intake
Wait List
Treatment Team
Agsessments
Crisis and Placement
Admission

Program Enroll

Cleland, Lonnie
Cleland, Li
Cleland, L
Gradamosi, Rufl
Cleland, Lon
Cleland, L
Cleland, Lonnie

Misc. Notes
Encounters b

User: Cleland, Lonnie

-I Cotober 2011
L ‘}

Print Report Print View f=* Logout

Home Page
Agency

Group List b
Client List ¥

Client Profile »
Linked Consents No e i Date
Mon-Episode Contact
Activity List ¥

Intake
Wait List

Treatment Team
Assessments b

Crisis and Placement b=
Admission

Program Enroll

Notes ¥

Treatment
Qutcomes b
Discharge
Follow Up »

Consent

Referrals

Episode List
System Administration k-

My Settings

Reports

Support Ticket

Miscellaneous Notes for Client, Testing

Author Name: Cleland, Lennie
Author Title:
Created Date:

at Tme [ | Adert [ Mark Ale
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Miscellaneous Notes

Select the Note Type from the drop-down.
The Date will pre-populate with the current
date. This can be changed as needed. Enter
the Start Time, End Time, and Duration, if
desired.

Write a one line Summary in the
appropriate text box. This summary will be
shown On the Notes List screen.

Write the detailed note in the Unsigned
Notes text box. There is unlimited space to
type in this box. When done, click the
Signed Notes button to move the note into
the Signed Notes text box. Click Save
and/or Finish when you are done to save
the information.
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User: Cleland, Lannie
I-SMART oo Iowa Depe. of Public Health, Test Facility

Client: Client, Testing | 6711049867 | Case #: 1

o B

Print Report Print View

October 2011

= Logout

Home Page
Agency
Group List >
Client List ¥
Client Profile b
Linked Consents
Non-Episode Con
Activity List ¥
Intake
Wait List

Admission b
Program Enroll
Hotes ¥

i

I-SMART

Treatment Team
Azsezsments
Crisis and Placement

Miscellaneous Notes for Client, Testing

Author Name: Cleland, Lonnie
Author Title:
Created Date:

tact

User: Cleland, Lonnie
Loc:  Iowa Dept. of Public Health, Test Facility
Client: client, Testing | 6711049867 | Case #: 1

A B

Print Report Print View

Duration l:|

Marl

Oclober 2011

I'= Logout

Home Page
Agency &
Group List »
Client List ¥
Client Profile b
Linked Consents
Non-Episode Contact
Activity List ®
Intake:
Wait List
Treatment Team
Assessments b
Crisis and Placement I
Admission b
Program Enroll
MNots

Encouners
Treatment b
Outcomes
Discharge &
Follow Up
Consent
Referrals

Epizode List
System Administration b
My Settings b
Reporis
Support Ticket

Miscellaneous Notes for Client, Testing

Author Name: Cleland, Lonnie
Author Title:
Created Date: 12/2/2011 2:37 P
Note Type MNote to file

Program

v Client phone call

‘Signed by Lonnie Cleland, 12/8/2011
Client called to cancel appointment

End Time

PM

cussed treatment so far.

Release these notes? No.

Duration
Alert No
eport

Mark Alert
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User  Cleland, Lonnie Qctober 2011

I- SMA R T Loc:  Towa Dept. of Public Health, Test Facility

Client: Client, Testing | 6711049867 | Case #: 1 Print View = Logout

Miscellaneous Notes

10.  Finish will take you back to the Home Page Miscellaneous Notes Search
Miscellaneous Notes List where Agency & Emnate 0 Date
you will see the note you just Group List
entered listed. Client List ¥ ‘.
Cient Prafile
T e ———
Miscellaneous Note click on Non-Episode Contact  [EEALEEIAG Author lote Type Summary Actions
Review under the Actions column. Activity List ¥ ' ' Cieland, Lonnie Hote ta e Client caled to cancel appoin...
Intake 01 Cleland, Lonnig Note to file Client phone call
Wait List Cleland, Lonnie Note to file Az the ztudents fle out of Ja..
Treatment Team
Assessments #
Criziz and Placement b
Admiszion b
Program Enroll
!
Encounters I
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12.

13.

14.

15.

16.

Encounters

The Encounter Notes sub-module is where
you document the details of the face-to-face
services provided a client.

Clicking on Encounters in the left-hand
menu brings up the Encounter Search and
List screen.

Had you clicked Notes on the left-hand
menu, you would have brought up the Notes
Search and List screen. This lists both
Misc. Notes and Encounters. Notice you
can add either a New Misc. Note or Add
New Billable Note from this screen. Add
New Billable Note and Add Encounter
Record are the same thing.

If you are at the Encounter screen, you can
either select an Encounter listed on the
screen by clicking the Review hyperlink, or
choose to Add Encounter Record to add a
new record.

Selecting Add Encounter Record opens the
Encounter Profile screen.

December 2012

User: Cleland, Lonnie |-"
I-SMART Loc:  IowaDept. of Bublic Health, Test Facility — A
Client: Client, Testing | 6711049867 | Case #: 1 Print Report Print View

Oclober 2011

F'= Logout

Encounter Search

Home Page
Agency b
Group List art Date
Client List W
CrentProfie » ensermg sttt [

Non-Episode Contact

Extended

Assessments X
Outpatient

Cleland, Lonnie
Crisis and Placement &

Extended

s
Encounter Note

1497 o1 yehotherapy - Insight Oriented 60 1 Cleland, Lonnie | Eended ot

User: Cleland, Lonnie Octobar 2011 X
]'- S MA R T Loc:  Towa Dept. of Public Health, Test Facility M
Client: Client, Testing | 6711049867 | Case #: 1 Print View e Logout f

Activity List ¥ L
Intake
Wait List Encounter Add Encounter Record
Treatment Team Tx 1D Start Date Service Session Rendering Staff Program Name | Status Actions

Admission b 149 42011 | HOD e 3 3 Cleland, Lonnie |~
o Outpatient Releaszed
RN Extended Not
- ; g o o : | y . xtendes No
Misc. Notes i i 0 min. face- |~ Gbadamosi, Rufi Qutpatient Released

Qutpatient Released

Home Page Notes Search
Agency
Group List
Client List ¥
Client Profile
Linked Consents

Start Date |12/

Notes List Add New Misc. Note

Mon-Episode Contact Add New Encounter Note

Activity List ¥ Print Notes
Intake lote Type Duration Staff ServicelSummary
Watt List Note to file 1 Cleland, Lonnie Clig cel appoin...
Treatment Team Note to file 1 1 Cleland, Lonnie Clint phone
Assessments I Note to file Cleland, Lannig
Crisis and Placement b JFTRRTNY 11120 180 Hin Cleland, Lonnie
Admizsion

24 Hour & 1 : Cleland, Lonnie

Program Enrol Group Notes 0 Gbadamosi, Aufi

. Individual : (s Cleland, Lonnie
AIE Group N 1 Win Cleland, Lonnie
Encounters b - - -

Treatment b Individual Notes 1 80 Min Cleland, Lonnie
Outcomes &

El
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17.

18.

19.

20.

21.

22.

Encounters

Select Encounter Type and from the drop-down
box. Face-to-face encounter types are either
Individual, Group or Family session. 24 Hour
Service type is used to document services
specific to agencies that treat clients on an
inpatient or residential basis.

Event Type: This box is used to document
whether the client is being seen for a service as
an admitted client, a placement screening or a
crisis contact.

Service: Select the specific service being
delivered. The codes are listed in numerical order
as they are CPT billing codes.

Select the options for Program Name and
Service Location. Program Name will pre-
populate with the name of the program in which
the client is enrolled.

Substance Abuse Medication: Most clients are
Medication Free. If a client is taking a medication
used to inhibit substance use, to detoxify or used
as maintenance such as Methadone, select the
appropriate response. Note: This field is not to
be used to document psychotropic medications.

TX Start Date / TX End Date: Used to capture
the span of time during which sessions were
provided. For a single session encounter, the TX
Start Date and TX End Date will be the same.

December 2012

October 2011

User: Cleland, Lonnie |-‘
’-SMA R T Loc:  Iowa Dept. of Public Health, Test Facility —

Client: Client, Testing | 6711049867 | Case #: 1 Print Report  Print View = Logout

Home Page Encounter for Client, Testing
Agency

Group List Encounter Type| 1-Individual Notes ‘v Event T‘_,.-u.gw
Client List ¥ Tx D 1447887 Crzated Date 71/2011 7:54 AM
Client Profie Service| 90804 - Individual Peychotherapy - Ingight Oriented

Linked Conzents
Non-Episode Contact

Program Mame| 19-Test Facilty/Extended Outpatient : 2242011 -

Activity List ¥
Watt List Subst:
Treatment Team

Asseszments b
Crisiz and Placement
Admizsion b
Program Enroll
Notes ¥
Wisc. Notes
Encounters ¥

Encounter Note
Services
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Encounters

User: Cleland, Lanniz

-I October 2011
J- S MA R T Loc:  Iowa Dept. of Public Health, Test Facility '— i:

23. Rendering Staff information comes pre-filled based Client: Client, Testing | 6711049867 | Case #: 1 Print Report  Print View Mo Logout

on your login. It can be changed if the person who

delivered the service was different from the person Home: Page Encounter for Client, Testing
documenting it. Agency b - .
Group List Encounter Type| 1-Individual Notez |V E‘.-'EﬂtTj.ruEw

24. Duration: Duration may be entered in either Minutes Clent List ¥ Tx D 1497967 Created Date JHROATIASEEM

(Min) or Days. Individual, Group and Family Client Profii: b Service | 0804 - Individual Psychatherapy - Insight Oriented

sessions must be entered in Minutes. 24 Hour Linked Cansents Pragram Hame | 19-Test Facilty/Exiended Quipatient: 22412011 -

Services must be entered in Days. Non-Episode Contact —

Note: For Outpatient levels of care (Level 11.5 or Actity List ¥ _

lower) the Encounter End Date will be the same as L : : sato[ |

the Encounter Start Date. _ Wat Lt ) Durafin)

For Residential levels of care (Level lI.1 or Higher)as T

date range may be used to enter per diem services. Asssssments b

Crisis and Placement b

24. # of Sessions: Number of sessions being Admsson b S

documented Program Enrol Supervizing

: Notes ¥ Referring
Misc. Notes

25. Primary Payment Src / Other Payment Src:
Primary Payment Src will autofill with information
entered in the Admission module. Other Payment

En

ers ¥

. . . Encounter Note
Src will be blank on the first encounter. Thereafter it Senices
will autofill with whatever choice was entered in the —

previous encounter. Should payment sources for a P
client change over the course of treatment, changing

them on the Encounter Profile screen will allow the

agency to track this change over time by using the

Reports module Encounter Data report.

26. Next will take the user to the Encounter Notes
screen.

December 2012
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27.

28.

Encounters

On the Encounter Notes screen you can
select the Goals and Objectives from the
treatment plan that were addressed in this
session.

To add a Goal or Objective click the Add
Goals or Add Objectives hyperlink. You
can select the relevant goals or objectives
by clicking the box to the left of the
appropriate goal or objective. Click Finish
to return to the Notes screen. The goals
or objectives you selected will be listed
under the Associated Goals or
Associated Objectives.

Note: You can delete the Goals or
Objectives from the Encounter Note by
using the Delete hyperlinks.

December 2012

¢= Encounter Notes - Mi

soft Internet Explorer provided by lowa Dept. of Public Health

z o |
ot oF Public Health, Test Facility —
Training Clione: Examnle. Data | 4810090324 | Case #: 2 Generate Report Printable View f=> rogout

Home Page
Agency -
Group List b
Client List ¥
Client Profile b
Linked Consents.
Non-Episode Contact
Activity List ¥
Intake
Wit List
Treatment Team

Encounter Notes for Example, Data
Associated Goals Add Goals

Goal Goal Description Actions

Assocuated Objectives Add Objectives

Objective Description Actions
Assessments b
Crisis and Placement b=
Program Enroll

(= I-SMART Trdlmng Microsoft Internet Explorer provided by lowa Dept. of Public Health

’ SMA R T User: Schaller, Elizabeth 'l' November 2012
| Loc:  Iowa Dept. of Public Health, Test Facility — M
Tra mn " ] g Client: Example, Data | 4810090324 | Case #: 2 Generate Report Printable View = Logout

Home Page Q =L The listed goals are from all active signed-off treatment plans that are effective on the encounter start date (125502012,
Agency & Select Goals
Ptk [ Version# Plan Dates Goal # Description
Client List ¥
Client Profile 1 12/5720 012 11 Increaze commitment to change and compliance with treatment regime.
N—— ‘._-Llnked Consents 21 De‘.'elnp skils to manage anger in & heatthy way.
I = I-SMART Training - Microsoft Internet Explorer provided by lowa Dept. of Public Health E]
November 2012
User:  Schaller, Elizabeth
I-SMART Loc:  Iowa Dept. of Public Health, Test Facility ':I .> A
Training cien: example, Data | 4810000324 | Case #: 2 Generate Report Printable View = Logout

Q The listed objectives are from all active signed-off treatment plans that are effective on the encounter start date (12/5/2012).

Home Page - [N IISIEC OBjectives are from atl active signec-ofl freafment plans that are ciiective on the encounter start date \1owete).
Agency & Select Objectives
FEITLEL I |Version# |plan Dates |obi# |Objective Comment
Client List ¥

Client Profile b 2 12757201 1.1.1 Dizcuss stages of change medel

Linked Consents
Non-Episode Contact

121 [Discuss stages of change mode!

Activity List ¥ 2 0 3.1.1 |Verbalize an understanding of the medical problem and the need for medical management.
Intake 2 1 3.2.1 |Write a personal recovery plan that includes compliance with recommended medical treatment and medications.
Wait List
Treatment Team

Assessments b
Crisis and Placement b
Program Enroll
Admizsion
Notes ¥
Mizsc. Notes
Encounters ¥
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29.

30.

31.

32.

33.

34.

Encounters

Write a detailed Narrative in the Unsigned Notes text box provided.
Click Sign Notes go move the narrative to the Signed Notes text box.

Next will take you to the Ancillary Services screen. The Ancillary
Services screen allows you to document ancillary services and
substance use inhibiting medications rendered to the client during the
period covered by the dates you entered on the Encounter Profile
screen.

Ancillary Services Rendered: Select the applicable ancillary services
in the this box. You may hold the Ctrl key down to make multiple
selections at the same time. When you select the item, its background
will turn dark. After selecting all the appropriate services click the right
pointing arrow for the Services to move to the Services Rendered
box. To unselect a service click on it in the Services Rendered box
and click the left pointing arrow.

Medications: Select the medications as applicable in the left hand
box. Then select the frequency from the drop-down box in the middle.
After that click the right pointing arrow for the Medications to move to
the Medications Rendered box on the right. To unselect a medication
click on it in the Medications Rendered box and click the left pointing
arrow.

Click Finish.

December 2012

i
= Encounter Notes - Microsoft Internet Explorer provided by lowa Dept. of Public Health
&) rp

4 [-SMART user Schaller, Elizabeth .-‘ -
— Loc:  Iowa Dept. of Public Health, Test Facility —
Tra'”’ng Eliens=Frample: Tt} SATBSSEIL}Face £:7: Generate Report Printable View = Logout

Home Page Encounter Notes for Example, Data
Agency

Clent Lt ¥ Associated Goals —

EEimiEh Goal# |Goal Description Actions
Linked Consents

Non-Episode Contact
Activity List ¥

Increase commitment to change and compliance wilh treaiment regine.
D s 1o manage anger in a healiny way.
—— Increase commitment to change and compliance wih treatment regime.
i Develop skils to manage anger i a healhy way.
TreamEETeaT Understand e reistionsip betwesn medical ISSUES ang SUDStance abuse.
Assessments b Increase commiiment to change and compliance wilh treaiment regine.
Crisis and Placement b Reduce medical ssue's inflyence on relapse potential
Epu HE Associated Objectives
Admission
Notes ¥
Wisc. Notes
Encounters ¥
Profie

Objectives
Obi¥ Objective: Description Actions
111 Discuss stages of change model Dekte

Signed
Services ”JD(ES ‘Signed by Schaller, Elizabeth, 12/5/2012 11:44:58 AM:
V’ |:SMART| Training - Microsoft Internet Explorer provided by lowa Dept. of Public Health E]

Home Page Ancillary Services Rendered for Example, Data
Agency ¢
Group List b
Client List ¥
Clent Profie -
Linked Consents

TX Start Date: 12152012
TXEnd Date: 12/5/2012
Ancilary Services
Chid Care

Educafional
Non-Episode Contact Financial Counseling

Activity List ¥ Gambling
Intake Wedications
Wat List
Treatment Team
Assessments b Frequency

Crisis and Placement
Program Enroll
Admizzion
Notes ¥
Misc. Notes
Encounters ¥
Profie
Encounter Note

Ancilary Services Rendered

-
[=SMART user: Schaller, Elzabech -
— Loc:  Iowa Dept. of Public Health, Test Facility -
Training cin: enk, osta | siooian | cse £:2 Generate Report Printable View [ Logout
P

Hedications Rendered

None (None)
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r( Group Type - Microsoft Internet Explorer provided by lowa Dept. of Public Health

I-SMART sen Schaller, Elizabth ovember 2012
oc:  lowa Dapt. of Public Health, Test Facility M
Trammg Chen: Example, Data | 4810000324 | Case #: 2 e T

Home Page Group Type

Group Notes

The Group Notes module allows you to manage group

. . " Agency & Description Created Date Effective Date Expiration Date Sort Order
therapy sessions and encounters in one location. The Group List ¥ Fc : enzne 2
user can create group therapy session notes, transfer = Farm! ¢
- . . - - - Shenandoah 8 1
them to each client’s individual file, and create Z‘y‘:;;‘j:ﬂ'mm_ NCFRCD n
encounters to document services. The Group Notes My Setings ol :
module is a stand alone module because it is not z e g s I A S

associated with any one client’s file.

I-SMART User:  Schaller, Slizabeth
Cpt. of Public Health, Test Facili AN
Training Ciew: Exampie, Data | 4810050538 | Cace #: 2 e e

35' Group LiSt: The Group LiSt mOdUIe enables the user to Set Z;:"E'::igg Tvpe Created Date Effective Date Expiration Date Sort Order
up treatment groups and to then document each client’s I s . az7z000 arz000 :
ici i i i Group Type) henandoah 5. T
participation in any or all listed groups. S Shenandoat 2572000 :

System Administration W
My Settings &
Reports

F 9/27/2010
Red Oak group 7/18/2011

36. There are two headings under Group List: 1. Session List Support Ticket op Teizony - =
and 2. GrOUp Type /= Group Type - Microsoft Internet Explorer provided by lowa Dept. of Public Health
I| it
. I-SMART User:  Schaller, Elizabetn November 2012
37. Group Type: The Group Type module requires the user to : @ Training Som eme oetsi 4810000534 | Cae 3: 2 WE:W - [ oo

set up and maintain a list of various types of groups that the

Home Page Group Type
agency’s facilities are running at any one time. This must be gf:\:‘;t\; = Description Created Date Effective Date Expiration Date Sort Order Actions
. o ———— Fix 8/27/2008 8/1/2008 2 c
done in order to set up a specific group. Each of the Group P Fan 1 ararzoes :
Types that are set up will be added to the Group Type drop e e station b 77172009 .

. 9/27/2010
down on the Group Profile screen. e o 4 Oak gro 71812011

Reports
Support Ticket 7/18/2011

38. Click the Add Group Type hyperlink. This opens the Group —— o T
Type Description, Dates and Sort Order fields for editing. T ] ihhddHd s .ene--.-—-,..L
Test Facility
39. Finish adds the Group Description to the Group Type list. Deseripiion
Each facility can have its own list of Group Types. For e oo O —

example agencies might choose to create groups such as Expiration Date I
Intensive Outpatient, Extended Outpatient, Relapse and so | Sor Order L
forth. Then, you can add groups of any name within each of
these categories.

December 2012
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Group Notes

The Group Profile List shows all groups active in the

40.

41.

42.

agency.

Notice the Jason Test Group is the Group Name while
its Group Type is Relapse Prevention. Relapse
Prevention was one of the Group Types that was set
up in the Group Type sub-module. Review will open
each group’s profile for editing. Delete will delete a
particular group from the Group List. Session List
opens the list of documented sessions for this
particular group.

Create Group Session: Opens the Group Session
Notes screen to document a group session.

Edit Roster: This will open the Roster screen. Add
Member will allow you to add any client to the roster.
Review opens existing roster members for edit.
Remove will remove clients from this list. Finish
returns the user to the Group Profile screen.

December 2012

= Group Profile List - Microsoft Internet Explorer provided by lowa Dept. of Public Health
2

= f A
Loc:  Towa Dept. of Public Health, Test Facility ‘
SMART St
Printable View

User:  Schaller, Elizabet

(= Group P

I- User:  Schaller, Elizabeth
Loc:  Towa Dept. of Public Health, Test Facility A
SMART clen:

Home Page Group Profile Search
Group List ¥
Session List
Group Type
Client List b Group Profile List
System Administration b |[CRNNTRTL Group Type Lead Staff Day of Week |TimeofDay |StartDate |End Date Actions
Wy Settings b Tuesday PM Group  Outpatient Group  Cleland, Lonni 7:00 PM
Reports

Wanda's Wed. AM 0P YWCA Group | Cleland, Lonnie
Qurnnnrt Tickat

rofile - Microsoft Internet Explorer provided by lowa Dept. of Public Health

Printable View.

Home Page Group Profile
oencrk Group Hame [Tussday PM Group Start Date [10/28/2008 EndDate[ |
iGroup List ¥ Grous T __ e 7 Day of Week _ Time of Day [F00PM |
Group Type utpatient Grou ay of Week ime of Day !
Session List - = e Y
Group Type Lead Siaff | Ciland, Lonne E Room Locaton
Cient List - Faciity Test Facilty
System Administration - Co-Leag Staf Jectes Co-Lead Staft
My Seftings b Admi

Reports

o
Admin, System

Support Ticket Cleland, Lonnie

Coordinator, Data [

Description [Extended OF group

User:  Schaller, Elizabeth
Loc:  Towa Dept. of Public Health, Tast Facility M

T cliene:

Printable View

Home Page
Agency b

" Session List
Group Type
Client List b
System Administration b
My Settings
Reports
Support Ticket

Roster

Status Effective

Zof Approved Slatus tiieclive
#of Approved  # of Sessions Status Actions

Client Name Session Attended
Address, Test Test Facilty/Test Faciity Program: 1
Again, Test Test Faciity/Extended Outpatient: 1 10 1
Again, Testing Test Faciity/Extended Outpatient: 11/26: 1
Test, April Test Faciity/Extended Outpatient: 1 3
Test, december 2008 | Test Facilty/Intensive Outpatient: 3/ 0

Add Member|

Client Name Program!

# of Sessions Approved Status
#of Sessions Attended Status Effective Date:

Client Dug Reason
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43.

44,

45,

46.

47.

Group Notes

The Group Session Notes screen documents the type of
note, date, time, and location of the group. It is used to
create the group’s actual session note, begin the creation
process for Encounters and to document group
member’s participation.

Entering text in the Note box will update each of the
selected clients’ individual files with the Group Note when
Finish is clicked.

Mark as Present, Mark as No Show, Mark as Excused
all update the group roster for those clients checked in the
Client Name column.
Review: Opens the Individual Notes screen. Entering
text in the notes box and clicking Finish will update the
client’s individual file when an Encounter is created.
Finish return user to the Group Session Notes screen.
Note: If a client is missing from the group’s
Attendee list choose Add Attendee. This will open the
Individual Notes screen where you can manually add a
client’s name and Individual note. The Client Name drop
down will contain the names of all clients on the group
roster that are not listed on the Attendee List. If the
client’'s name is not present, you will have to add the client
to the group roster by returning to the Group Profile
screen to Edit Roster. See # 38 above.

December 2012

= Group Session Profile - Microsoft Internet Explorer provided by lowa Dept. of Public Health

p I- User: Schaller, Elizabeth
Loc:  Towa Dept. of Public Health, Test Facility A
SMART clen
Printable View

Group Session Notes
Group Name Tuesday PM Group
Bilsble| ves ||

Service | 80853-Croup psychotherapy (ofher than muft

= Logout

Home Page

Group Type Outpatient Group.
Date[12102012 |

Start Tme[T00PM | EndTme[ |

Duaton[ | Duration Type

group) -
cted Co-Lead Staff

Group Type
Client List &
System Administration
My Settings b
Reports
Support Ticket

Cleland, Lonnie
Coordinater, Data

Hote|Demenstrating Group Note

Attendees Show Mark as Excused

A Mark as Excused
[T | Client Name # Attnd Status Individual Note Summary Actions Misc. Hotes Encounter

[~ Address Test 1 Revie

[~ |Again, Test 1

/= Group Session Note - Micrasoft Internet Explorer provided by lowa Dept. of Public Health
2

I- User: Schaller, Elizabeth
Loc:  Iowa Dept. of Bublic Health, Test Facility M
SMART cien
Printable View

Individual Notes

Home Page

Client Name Address, Test

Delivered Service 90853-Group psychotherapy (other than multi-family group)

Group Type # of Sessions Attended 1
Client List Biled? No
System Administration » -
Status
My Settings b
Reports. Individual Note [Test is doing well|
Support Ticket
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/= Group Session Profile - Microsoft Internet Explorer provided by lowa Dept. of Public Health

I- User Schaller, Elizabeth
Loc:  Iowa Dept. of Public Health, Test Facility
roup Notes SMART S
Printable View

Home Page Group Session Notes

48. Notice the Create hyperlinks under Misc. Notes e oy
sk =

and Encounters column headings. Choosing the e buae[ves v B T

Create link under Encounter will open the e R fmi‘"”:lt'm“m
' : stem Administration ocat \un
chosen client’s Notes/Encounter module to R Service | S00S2 Grous psyencleragy (her tan mutrfamy growe) v

document the group session in the client file. Up — olas s Je cted Co-Leod Stafl
until this point, the session has only been Fo, ’7
documented |n the Group Notes module Coordinator, Data

1
49. Notice that significant portions of the Encounter

including Start Date and End Date have been e —————————a e
. Attendees Add Artel lo Show Mark as Excused
autofl”ed by the SyStem- Com plete the reSt Of the [T Client Name # Attnd Status Individual Note Summary Actions . Not Encounter

screen. Next moves you on to the Encounter ‘ D | dcress, Test 1 Test s dong viel R
Notes screen. £ |-SMART - Microsoft Internet Explorer provided by lowa Dept. of Public Health
- User:  Schaller, Elizabeth Rev 3
SMIA RT Loc:  Iowa Dept. of Bublic Health, Test Facility I:i ‘:
Client: Address, Test | 7609061638 | Case #: 1 e e @ o
Home Page Encounter for Address, Test
Agency & =
Group List & Encounter Type| 2-Group Notes Event Type
Client List ¥ Tx D Created Date

Client Profile Service| 90853-Group peychotherapy (other than multi-family group) hd

g Prosenty Program Name| 18 Test Faciity/Test Facilty Program : 10/28/2008 - 1/1/2008

Non-Episode Contact

RE——— Start Date[12110/2012 End Date
Intake Service Location Start Time[7-00 P End Time
Teosent T Neciaton v owraton[ | [¥]

Assessments &

Crisis and Placement &
Admission b

Program Enroll Supervising Staff

Rendering Staff| Jones, Julie

Notes ¥ Referring Phys
Misc. Notes
Encounters ¥

Profie
Encounter Note

oe=—
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50.

51.

52.

53.

54.

55.

Group Notes

Notice that the Unsigned Notes text box is
autofilled with the text you entered in both the
Individual and Group Notes text boxes.

Simply proceed as you would any other
encounter by adding Goals, Objectives and
Goal Progress if desired.

Sign Note then click Next to complete the
Ancillary Services Note.

Finish at the Ancillary Services screen will
take you back to the Group Session Profile.

Notice the hyperlink under Encounter for our
client Manual Example has changed to View.
Clicking View will take you to the Encounter
Profile screen.

Finish will return you to the Group Session
List.

December 2012

f( Encounter Notes - Microsoft Internet Explorer provided by lowa Dept. of Public Health
I

N
I- User Schaller, Elizabeth -'I
oc:  Iowa Dept, of Public Health, Test Faml.ry l_ AN
SMART Cllent Address, Test | 7609061638 | Case #:

Generate Report Printable View I'= Logout

7" Group Session Profile - Micresoft Internet Ixplores provided by lowa Dept. of Public Health

I- - e, Shnbes
SMART & ™o ool ._. -

Home Page Encounter Notes for Address, Test
Agency b

Group List b Goal Progress

Client List ¥

Assodiated Goals Add Goals

Client Profil b == Goal Description Actions

Linked Consents
Non-Episode Contact

Activity List ¥
Intake
Wait List Associated Objectives Add Objectives
Treatment Team Obj # Objective Description Actions

Assessments b

Crisis and Placement b

Admission b

Program Enroll

Notes ¥

Misc. Notes
bt

wsvart g

Group Sesslon Notes
Grruz Nare Tomesey Ml Oczep G Tyze Outpatent Grene
Neote Troe 2-Oreee Neotes - Dare (1211002812
Seate Y - et Tew (T 00 U s
Lead ST Josen ivie - Dwranes Cuwrmton Tyse ~
Locatee Oficn v
Sarice WRISGIE DWYCICIMTEZY SO AN Tl ey IR0 | -
Codmas Sttt Swncies Co-lead St
Asew, Agescy -~ j
Asre Tyuwe
Coan. Lonne .ﬂ
Coorsinatar, Dats >

\'»"-rmrnr; Grows Note

Carces J Sovw Y rivan ]
Attendees
r Cheot Same

Asoress Tew
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Group Notes —

& Group Session List - Microsoft Internet Explorer provided by lowa Dept. of Public Health

h
56. Notice the Group Session List e

now includes any group

f- User Schaller, Elizabeth
. oc: Iowa Dept. of Public Health, Test Facility .: M
sessions you recently

SMART Cllenl: Address, Test | 7600061638 | Case #: 1

Printable View !'=* Logout

documented. Home Page Group Session List Add  Print Group Notes
Agency Group Hame Rendering Staff Date Service Code |Service Description Start Time End Time Actions

57. Add will open the Group Group List ¥ Tuesday PM Group | Jones, Julie 12/10/2012 |90853 90853-Group paychotherapy (other than mutt-family group)  7:00 PH
Sess | on NOteS screen a”OWing e Tuesday PM Group |Gronstal, Jeff 3M/2011 90853 90853-Group psychotherapy (other than mutti-famity group) | 7:00 PM
p Type Tuesday PM Group Frizel, Sherry  1/4/2011 90853 90853-Group psychotherapy (other than multi-famity group)  7:00 PM
yOU tO Create anOther grOUp e ’_ = = Tuezday PM Group Cleland, Lonnie  3M/2010 90853 90853-Group peychotherapy (other than multi-family group) | 7:00 PM
note. See # 39 above. Symm_'c\dm'”'smt'u” L Tuesday PM Group Cleland, Lonnie | 3/1/2010 90853 90853-Group psychotherapy (other than mutti-family group) | 7:00 PM
z:ﬂiit:ngs r Tuesday PM Group Cleland, Lonnie  1/8/2010 90853 90853-Group psychotherapy (other than multi-famity group)  7:00 PM
Support Ticket Tuezday PM Group Schaller, Steve  9/30/2009 90853 90853-Group psychotherapy (other than multi-family group) | 7:00 PM
Tuesday PM Group Schaller, Steve | 9/30/2009 90853 90853-Group psychotherapy (other than multi-family group) | 7:00 PM

Tuesday PM Group Cleland, Lonnie 104282008 90853 90853-Group psychotherapy (other than multi-famity group)  7:00 PM
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